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EIES OlttiY 


7 Februaiy 1952 


i'MvIORAl'IDUIl FOR* Each Office Head 


SUBJECT * Emergency Plan 

REFERENCE * Letter to each Office Head, dated 11 April 195lj» 
subject as above* 


1 . 


Paragraph 2* of reference letter is amended to read* ’'Colonel 
I I . Special Asrdstant to W/A has boon designated as Emer- 
gency Planning Officer for the Agency and Mr, | ~ i , Special 

Assistant to the DD/A is designated asTAssistant Emergency Planning \ 
Officer." ^ 
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2* In order to guarantee a continuous up-to-date list of our 
Emergency Force, it is necessary that the follovdng steps be taken by 
each interested office* 


a. All changes must bo reported immediately to the Assistant 
Emergency Planning Officer by submission of* 

(1) Memorandum of transmittal in duplicate stating the 
requested change or changes. This memorandum should include 
as applicable* 

(a) Changes in personnel on Emergency Force hecossi- 
tatod by roorgani.zatlonj 

(b) Name of Individual being replaced) 


(c) Full name of new dosigneej 

(d) If ne\v designee has previously appeared on 
Emergency Force list of another office (indi- 
cate office)*'. 


(2) Attached to the transmittal should be the required 
background information in duplicate (see attached fom). 

This form should also be complGted each time an individual 
on your list has a change of home address, office, telephone 
number, etc. 


(3) A coirpletcd Special Purpose Badge Identification 


Card (Form # 38 - 82 ). These fonns .may 
normal supply channels* ■ _ I -jChaoQe In €5ass. □ 

□ 

Class. Clisn^etl 

lie: _ . 
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(I|.) The fact that there have been no changes should be 
reported the first working day of each month fcy telephoning 
the Awssxstant Emergency Planning Officer, extension 3513, 

+ of the contents of this memorandum x-ril l be restricted 
to the fewest number of individuals essential to the preparation of rcp]y 
and Tall in no case bo communicated to ary individual not to be included 
on the Emergency Force, 


FOIAbSb 


L. K. reiTE 
Actg Deputy Director 
(Administration) 

1 Attachment* 
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